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PRECEPTS FOR FOREI GN SERVI CE PERFORVMANCE BOARDS
A.  PURPGSE

These Precepts (including the Skills Matrix — Attachnent A)
prescribe the criteria to be used by Performance Boards for
determ ning pronotion recomendations, retention, wthin-
grade increases, performance pay and presidential awards,
limted career extensions, and referrals to the Performance
St andards Board. The Precepts shall inform each
Performance Board of the factors to be considered in

eval uati ng the performance of enpl oyees and describe the
performance | evel s necessary for pronotion, retention, and
separation

B. GENERAL

The Performance Eval uation Files of enployees shall be the
sol e source of information upon which Performance Boards
shal | base their decisions. Performance Boards shall use
the Skills Matrix when review ng an enpl oyee's Perfornance
Evaluation File. (See Attachment A) Performance Boards
shal | determ ne whether the enpl oyee's perfornmance is
nmeeti ng, exceeding, or may not be neeting the standards of
his or her class. The initial step in this process is the
review of the enpl oyee’s current Annual Eval uation Form
Once it has been determ ned that the enployee is neeting

t he standards of his/her class, Performance Boards next
determ ne whet her the enpl oyee shoul d be recomended for
pronotion, and, for the Senior Foreign Service, performance
pay and/or Presidential Rank Award.

1. Pronoti on

Per f ormance Boards shall recommend for pronotion enpl oyees
who have denonstrated potential, throughout the past six
rating cycles (current plus previous five), to fulfill on a
sust ai ned basis the standards at the next higher class in
addition to denonstrated exenplary performance of the
standards of one's cl ass. Perf ormance Boards shall use
the Skills Matrix to make deci si ons concerni ng denonstrated
potential. Further, in making pronotion recomrendations,
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Perf ormance Boards shall al so be guided by the criteria
provi ded below in Section D3 and information contained in

t he enpl oyee’ s Performance Evaluation File. Performance is
only one factor in arriving at a conposite picture of an
enpl oyee’s ability to performat the next higher |evel and
potential for continued growh. The conposite picture nust
conbine the quality and |l evel of performance to date with
the acquisition of know edge in USAID s work and the

mat uring of core skills necessary for successful
performance at the next higher |evel.

2. Ret enti on

Performance Boards shall review an enpl oyee’s current
Annual Evaluation Formand the Skills Mtrix and determ ne
whet her the enpl oyee neets the standards of his/her class.
To determ ne whether the enployee is neeting the standards
of his/her class, the Performance Boards shall also review
t he enpl oyee’ s perfornmance agai nst the enpl oyee's
establ i shed work objectives and determ ne whet her the

enpl oyee achi eved the perfornmance neasures established for
each work objective. The Perfornmance Board shall review
the skills displayed by the enpl oyee and determ ne whet her
the enpl oyee is neeting the skills standards established
for his/her class. |f the enployee achieved the work

obj ectives in his/her current Annual Evaluation Formand is
meeting the skills standards established for his/ her

cl ass, the enployee is neeting the standards of his/her

cl ass and shall be retained.

3. Referral to the Performance Standards Board

Performance Boards shall refer to a Performnce Standards
Board an enpl oyee whose performance may not have net the
standards of his/her class, based on a review of the

enpl oyee’ s current Annual Evaluation Form |f an enpl oyee
appears to be failing to neet the work objectives
established in his/her current Annual Eval uation Form
and/or if the enployee is failing to neet the skil

st andards established for his/her class, the enployee may
not be neeting the standards of his/her class.

4. Performance Pay and Presidential Rank Awards for the
Seni or Foreign Service

Perf ormance Boards shall make recommendati ons concerni ng
Seni or Foreign Service performance pay and Presidenti al



Rank award recomnmendati ons based on the Annual Eval uation
Forms in the enpl oyees’ Performance Eval uation File.
Performance Boards are to refer to nandatory reference ADS
463. 7, Precepts for Perfornmance Pay and Presidential Rank
Awar ds.

C. EQUALITY OF CONSI DERATI ON

Performance Boards shall evaluate all enpl oyees solely on
merit with conplete fairness and justice. |In this respect,
Perf ormance Boards shall not discrim nate agai nst any

enpl oyee, directly or indirectly, for reasons of race,
color, religion, sex, age, disabling condition, sexual
orientation, origin or neans of entry into the Agency. In
addi tion, Performance Boards should be sensitive to
discrimnation information or the appearance of

di scrimnation in Annual Eval uation Forms and shoul d report
such findings to either the Chief, MHR LERPM or the |G RM
| f a Board nenber believes that another Board nenber is
being unfair or biased in his or her review of an

enpl oyee’ s Performance Evaluation File, the nenber shal
bring the matter to the attention to either the Chief,

M HR/ LERPM or the G RM for appropriate action.

Performance Boards are to ignore inadn ssible conments
contained in the Annual Eval uation Forns or Enpl oyee
Statenents. Such inadm ssible cooments are not to be
di scussed nor used as the basis for decision-naking.

| nadm ssi bl e coments include the foll ow ng:

1. Reference to race, religion, sex, national origin,
political affiliation, age, famly or marital
status, or sexual orientation;

2. Retirenent, resignation or other separation plans;

3. Gievance, Equal Enpl oynent Opportunity conplaint or
other third party adjudi catory proceedi ng or
deci si on;

4. Method of entry into the Agency (lnternationa
Devel opnent I ntern, New Entrant Professional
conversion from anot her personnel system;

5. Reference to private U S. Citizens by nane;



6. Participation or non-participation in union
activities, either as a representative of the union
or as a bargaining unit menber;

7. Prior evaluations prepared by other Rating
Oficials;

8. Rel uctance to work voluntary overti ne;
9. Leave record, except absence w thout |eave (AWOL);
10. Deci sions concerning disciplinary action;

11. Reference to the use of the dissent channel, which
results in an adverse eval uati on of perfornance.
However, expressions of dissenting views on policy
whi ch are outside the dissent channel and which
rai se substantive questions of judgnent relative to
the skills matrix may be di scussed in an eval uati on,
with specific instances cited;

12. Negative or pejorative discussion of another
enpl oyee' s performance; and

13. Specific identification of physical disabilities or
nmedi cal problens including addictions to al cohol or
drugs, and any rehabilitation efforts. Genera
reference may be made to confirm know edge of a
nmedi cal condition to the extent that it affects job
performance or ability to accept overseas
assignnents. Rated enpl oyees, however, nmay di scuss
their nmedical condition in specific terns if such
condition affected perfornance.

D. GU DANCE FOR PERFORVANCE BOARDS' REVI EW OF ANNUAL
EVALUATI ON FORMS

Successful denonstration of the Foreign Service skil
standards and the fulfillnment of annual work objectives are
the keys to retention and advancenent. Failure to achieve
a work objective and/or to neet a skill standard w |

precl ude advancenent and could |lead to referral to a

Per f ormance St andards Boar d.

1. Achi evenent of Wrk Cbjectives




When review ng an enpl oyee’s Performance Eval uation
File, Performance Boards are to review first, the

enpl oyee’ s current Annual Evaluation Form Performance
Boards nust determ ne whether the enployee net, exceeded
or did not neet the work objectives. In performng this
task, Performance Boards shall determ ne whether the
wor kK obj ectives established in the Annual Eval uation
Formwere within the control of the enployee and whet her
they were commensurate with the enpl oyee' s persona
grade. Performance Boards shall not use as a basis for
referral to the Perfornmance Standards Board a failure to
achi eve work objectives if the work objectives were
beyond the enpl oyee’s control or if the work objectives
were not comrensurate with the enpl oyee’ s persona

gr ade.

Enpl oyees who do not have a current Annual Eval uation
Form shall be determ ned to have net the standards of
their class.

2. Foreign Service Skills Matrix

After determ ning that an enpl oyee has net his/her work
obj ectives, Performance Boards shall review an

enpl oyee' s current Annual Eval uati on Form and determn ne
whet her the enpl oyee net, exceeded or did not neet the
skill standards of the class. |In performng this task,
Perf ormance Boards shall refer to the Skills Matri x.
(Attachnment A)

The Skills Matrix establishes the skill standards for

all grade levels, including the Senior Foreign Service,
by which all enployees are expected to perform All

enpl oyees shall be eval uated agai nst each of the six
skill areas. The six skill areas are further defined in
terms of key characteristics, into which the Agency's
core val ues of customer focus, managing for results,

t eamwor k, enpower nent and accountability, and diversity,
have been integrated.

The skill areas and sub-skills are as foll ows:
1. Quality of Work
a. Devel opnment Assi stance Know edge

b. Knowl edge of USAID Val ues and Systens
c. Data Gathering, Analysis and Eval uation



d. Witten Communi cati on
e. Technical Skills

2. Leadership

Direction and Vision

Initiative, Creativity and R sk-taking
Mot i vating

Probl em sol ving and Deci si on- maki ng

aoopo

3. Resource Managenent

a. Strategy Devel opnent and | npl enent ati on

b. Results Achi evenent, Program Monitoring and
Eval uati on

c. Budgeting and Fi nanci al Managenent

4. Staff Devel opnent

a. Enhancenent of Subordinate G owth

b. Diversity, Equal Enploynment Opportunity (EEO
Know edge and | npl enent ati on

c. Performance Managenent

5. Professionalism

a. Custoner Service
b. Professional Conduct

6. Teammor k/ I nterpersonal Skills

Sensitivity and Respect for Diversity
Consensus Bui | di ng

Adaptability and Flexibility

Col | aborati on and Enpower nent

Oral Conmuni cati on

PaooTp

After review ng an enployee's current Annual Eval uation
Form Performance Boards are to determ ne whether the
enpl oyee is performng to the sub-skill standards,
established in the Skills Mtrix, which are discussed in
t he eval uati on.

3. Framework for Devel oping A Conposite Picture for
Pronoti on




After Performance Boards have revi ewed an enpl oyee’s
current Annual Eval uation Form and have nade

determ nati ons concerning the standards of the class,
they are to review the enployee’s Annual Eval uation
Forms for the last six rating cycles (current plus
previous five) to determ ne the enpl oyee’s potential for
continuing growh and to assess the enployee’s relative
merit with regard to pronotion

Perf ormance Boards use their collective experience as
wel | as their individual judgnments to develop a
conposite picture of an enpl oyee’ s performance from
whi ch they can nmake deci si ons concerni ng rankings and
recommendat i ons.

Specifically Perfornmance Boards shall consider the
fol | ow ng:

a. Understanding of and ability to advance the Agency’s
m ssi on.

As enpl oyees progress in the Agency by taking on various
assi gnnents, they are expected to show a deeper
under st andi ng of the Agency's objectives and how t hese
evol ve; how the Agency works (both in the U S. and
overseas); and how i ndivi dual performances contribute to
the achi evenent of the Agency's m ssion and purpose.

b. Degree of difficulty, conplexity, and challenge of
the work objectives.

Performance Boards are to give nore weight to enpl oyees
who have consistently fulfilled particularly challenging
wor k objectives within the context of the work

envi ronnent .

C. Potenti al .

When review ng an enpl oyee’s potential to serve
effectively at the next higher grade, Performance Boards
are to focus on Rating O ficials discussion of the

enpl oyee's potential in terns of the skills inportant at
the next higher-grade |evel. Enployees are considered
for pronotion based on their denonstrated potential to
serve at the next higher level, as follows:



i . For enployees seeking pronotion to FS-04:
Prof essi onal i sm Teamaor k/ | nt er personal Skills,
and Quality of Work;

ii. For enpl oyees seeking pronotion to FS-03:
Resour ce Managenent, Staff Devel opnent and
Teamwor k/ | nt er personal Skills; and

iii. For enployees seeking pronotion to FS-02 and
above: Leadership, Staff Devel opnent,
Teamwor k/ I nt er personal Skills, Resource
Managenent .

Mastery of specific skills is cumulative; higher ranked
enpl oyees shoul d denponstrate skills at their current

| evel as well as all those inportant at the junior

| evel s.

4. O her Factors

When considering an enpl oyee’s conpetitiveness for
pronoti on, Performance Boards shoul d al so consider the
factors |listed bel ow

a. Statenents of Technical Conpetence.

The O ficesof Financial Managenent, Procurenent, and
the General Counsel are authorized to subnmt eval uation
statenents on Controllers, Contracting O ficers and

Regi onal Legal Advisors that are not rated by a
supervisor in the enployee's technical specialty. The
statenments wll be attached to Annual Eval uation Forns
and wi || address the enpl oyee's subject natter know edge
and skills and adherence to | aws, regul ati ons, Agency
policies and procedures. Performance Boards are to
consi der the statenents along with the enpl oyee's Annua
Eval uati on Form Because not all enpl oyees receive such
statenments, negative inferences shall not be nmade if an
enpl oyee has not received a statenent.

b. Increasingly responsible USAI D assi gnnents.
c. USAI D overseas service and assignhnent variety such
as two or nore geographic bureaus in USAI D/ W or

over seas.

d. Non-Traditional USAID assignnments such as:



I. Performance of work outside of or in addition to
the classic work of a backstop should be
consi dered equal in inportance with nornal
backst op work.

ii. Participation in unique situations such as
downsi zi ng, cl oseouts, and phase-outs that are
necessi tated by changing international and
political climates.

i1i. Assignments in non-traditional prograns as the
agency expands its focus.

I v. Special taskforces.
v. USAID-rel ated outside assignment such as to ot her
Federal agencies, Congress, Internationa

or gani zati ons, or non-government organi zations.

vi . Professional devel opnment and training
assi gnnents.

E. REFERRAL TO THE PERFORMANCE STANDARDS BQARD

Performance Boards shall refer a career enployee to the
Performance Standards Board if the enpl oyee:

(1) Fails to neet the work objectives established for
the current rating cycle; and/or

(2) Fails to nmeet one or nore skill standards
establ i shed for his/her grade |evel.

Performance Boards shall not refer an enpl oyee to the
Perfornmance Standards Board if the current Annual

Eval uation Formis so deficient that the Board cannot nake
a confident decision concerning the enployee's conparative
per f or mance agai nst establi shed work objectives and the
skills standards. In this case, Performance Boards shal
consi der the enpl oyee's performance as neeting the
standards of the class and shall al so consider whether the
enpl oyee is conpetitive for being recomended for

pronoti on.



